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DHMH Policy Administration and Records Office

Item No. Record Series Description Retention

1. Records Management Record Series-
A. Records Administration File - A subject file in
alpha sequence, including information such as filing
techniques, filing cabinets, records policy, training
materials, forms and reference materials, etc.
B. Records Schedule Files-

i.) Organization Folder File- A folder is set up for
each organizational unit, at least to program level,
containing all past and current schedules used by the
unit or for records which the unit is now responsible.
Includes correspondence, suspense copies of new
schedules, cover letters, and other information.

ii.) Schedule Reference File- A binder containing a
copy of each DHMH schedules in schedule number
sequence, kept up-to-date with new schedules as
approved.

iii.) Schedule Index- A database of information
extracted from schedules, in schedule number
sequence, which includes information on whether a
schedule supersedes or is superseded by another
schedule, approval dates, etc.
C. Transmittal & Receipt Files- DGS Form 550-5

i. Transmittal Index File- Starting 1998.
An electronic, chronological database extracted from
record transmittal forms prepared for DHMH
shipments to the Records Center or Archives, including
information of warehouse locations and accession
numbers, disposal dates, etc. A periodic printout of
select data is used for quick reference.

ii. Transmittal Master File- In batch number
sequence, an annual binder of all transmittal forms
prepared, batched chronologically for cross-reference,
used to manage temporary in-house storage and
shipment preparation.

iii. Completed Transmittal and Receipt File- Forms
returned by records center with receipt and storage
information are placed in folders in schedule number
sequence, after data is entered into the Transmittal
Index, and a copy is sent to the initiating unit.

A. Screen annually, discard information
which is no longer needed and update with
new information as it becomes available.

B.i.) Retain schedules permanently transfer
periodically to Archives (Archives and State
Records Center already have original copies).
Other information may be discarded if no
longer needed.

B.ii.) Update periodically. Discard when no
longer needed.

B.iii.) Retain permanently, periodically
sending copy to State Archives. Update
when new schedules are authorized and
signed. Maintain emergency back up file
annually.

C.i.) Information is updated as received but
file is to be maintained permanently, with
copies periodically sent to archives.

C.ii.) Maintain in-office for three years, then
if no longer needed, destroy.

c.iii.) Retain permanently, periodically
t ransferr ing to the State Archives .

APPROVED BY: (Agency/Unit Manager)

DATE: . JAW 3 0 200)

CMt^, s> S/A/iS I G N A T U R E _ _ ,

NAME/TITLE : Thomas Kraviti, Administrator DHMH Records Officer

AUTHORIZED BY: (State Archivist)
DATE: _ >EB 1 3 2 0 0 U

SIGNATURE: &L~Jlc. / W V
NAME/TITLE: Edward C. Papenfuse, Jr . , State Archivist

DGS 550-1 (DHMH-1998)
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2.

3.

Policy Management Records Series

A. Policy Subject File- Compilations of information on
various subjects relating to DHMH policies including
correspondence, mark-up copies of draft policies,
newspaper/magazine/internet articles, etc.

B. Current DHMH Policy File - a set of folders in policy
number sequence, containing the original policy
documents with the Secretary's signature, plus review
and approval sheets with comments by the Attorney
General's office and Programs affected by the policy.

C. Inactive/Superseded Policy File- A set of folders in
policy number sequence containing orinigal, signed
policies, when available, which are no longer in effect.
In addition to information described in current policy
folders, additional information regarding the
deactivation of the policy may be included.

D. Policy Administration Files - Information and
documentation generated during the process of
developing DHMH policies, including correspondence, a
database of policy data, tracking/monitoring information
for policies-in-progress, an index, e-mail discussing
content of policies (either electronic or paper), draft
policies, and other working papers.

DHMH History File - Information which illustrates the
development of the Department, its programs and
policies, including historic records transferred from
component units.

A. Screen annually, discarding obsolete and
superseded information. Records which
illustrates the development of the
Department or its programs, or which are
significant for other reasons should be
transferred to the DHMH History File, (see
Item 3), for permanent retention.

B. Retain permanently, transferring to
Inactive/Superseded Policy File (see Item
2C) when replaced or vacated. Periodically
transfer to the State Archives.

C. Retain permanently, transfer periodically
to State Archives.

D. Retain in office for one year following the
signing of the policy. Screen file, destroy
information which is no longer needed, and
transfer information which shows the
development of the policy to the Current
DHMH Policy file, (ltem2B).

Ongoing computer information, such as the
policy index, is updated as needed and may
be deleted when no longer used.

3. Retain permanently, transfer periodically
to State Archives.

D6S Form 550-1 (DHMH 1998) Continuation Sheet



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. 4- Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

l^CCori^/fiLlCiQ^
DEFINITION - Rtcordt Sarltt - A group of related records normally filed ind uttd w • unit for reference at wall at retention and disposition purposes.

4. RECORD SERIES TITLE

Harris 7«5
5. EARLIEST YEAR / LATETEST YEAR

8. RECORD 8ERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or function of the Series)

JTJYh

4 ~ -

T^d. ™&j£4t£&£« ^ ^
[/L*U~.~ LAJS P^frrlsisrvO) u^ $~ftry£^t.

7. RECORD SERIES FORMAT(S)

KKLetter Size a Microfilm

a Legal Size

• Bound Book

• Audio Tape

• Other (Specify).

o Computer Tape

• Floppy Disk

a Video Tape

RECORD SERIES SEQUENCE

a Alphabetical

^ Numerical

f l Chronological

a Geographical

$L Other (Specify) fxLjJ,^

9. VOLUME

1

a File Drawer(s)
D Microfilm Reel (s)
• Computer Tape (s)
c Other (Specify)

Number

10. ANNUAL ACCUMULATION
I^Fi le Drawer (s)
• Microfilm Reel (s)
• Computer Tape(s)
o Other (Specify) _Hz.

Number

11. FILE IS USED

Daily a Weekly

e ibb *w v

4( Daily D Monthly

12. FILE BECOMES INACTIVE AFTER < < ^ 6 < % ^ 6 < J 2 V * JL^t^^CU^-^

Number

Month(s) H I Year(s)

13. CURRENT LOCATIONfS) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPUCATEO ELSEWHERE? (If yes, specify agency oroffice) j ^ / ^

% Yes *£eW5 U^ZCY/^CL^U^ (* ,

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

o Yes /y/JslrfjTjl/ 4^ No

16. AUDIT REQUIREMENTS

1 None a Stale • Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION ,7 a^/juU^^^'- <^V
$£-Yes_ • No

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

.17-jW
21. DATE

Id
DOS 55tM (Revised 1/93) 25



ISTRUCt lom • TTPC OR PRINI A StPARATE fORU FOR EACH N£W

REV1SEO RECORD MRIE I FORWARD. WITH RECOROS RETENTION.

SCHEDUlf (DGJ W M |

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT 0IV1SION

WS WAI ERIOOROAD
r o IOX m. JCSSUP. UAAYIANO » T M

AGENCY RECORDS INVENTORY

Pit* £ Ot __X

1. DEPARTMENT/AGENCY I DIVISION 1. UNIT

0P&&A-r7frfS TZecMJ>$/ri/jta/
DEFINITION • Recor<t ferlte . A |ravp »f lelstttf reArds ••finally tied ind yi»d M « yi>U fot r«f*r««c« M W » M r ^ n l t t w< <liyMWon yuryoiw.

4. RECORD SERIES TITLE

^f i6t f / f e ^ Y > ^ ^
I . IARUEST YEAR / LATETEST YEAR

I. RECORD SERIES DESCRIPTION (Briefly desert* ttw types of Monn«tio^documenit/(onns found In the Series Indudt 0» pwpose or hjndion of Ihe Series)

-lUtuJ Sf^JCf<^
tu. ftjAU^k<A**^

' / If

1. RECORD SERIES FORMAT(S)

p^Leiiet Site o MmoTilm

O legal Sot o Compute' Tape

O Bound Book O Ploppjr Dak

• Awfo Tape o Video Tape

O Othe< (Specify)

I . RECORD SERIES SEQUENCE

O APuMical

^Numereal

O Chronological

O Geogtaphical

O Olhei (Specify)

I . VOLUME

5

)6rtt Diawti(s)
• Mciofilm Red (s)
o Compmei Tape (s)
o Olhet (Specify)

Number

10. ANNUAL ACCUMULATION
A rt* O'twc (s)

^.O tAiatfim R M I ( I )
O Compute' Tape(s)

/ O Other (Specify) _

Numbet

11. FILE IS USED

^ D a i r y O Weekly

M. Hit BECOMES INACTIVE AFTER

O Monthly O Morth(») o Yea'(i)
Number

11. CURRENT LOCATION^) (Bldg. Floor. Room) 14. IS RECORD SERIES DUfUCATEO ELSEWHEREt (II yes. m d y agency or effn)

O Yes ynSkJ fM /^^(^
I I . ACCESS RESTRICTIONS (II yes. etc fcjw(s) I rcguWion(s)

O Yes O No

IS. AUDIT REQUIREMENTS -—*/^7 /&07~ fofft^L' fcj &%- fev «^

a Stale O Ffderal

17. IS AN INDEX SYSTEM USED? (II ye«. optim briefly and

dttcrfce tny hartfwve/loflwtrc) .
I I . RECOMMENDEO RETENTION

r
11. NAME ANO TITLE OF MEMRER M. TELEPHONE NUMBER t\. DATE

ibbhsi/
J 5SM (Rvxidi t/Bj)



HyTBUCtlom - TYPE OR PRIN1 A SEPARATE rORU FOR EACH NEW
REVISED RECORD SERIES rORWAMXWIIH RECORDS RETENTION.
SCXOUIE ( O C J 5 » 1 |

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION.

727S WATERLOO ROAD
».O iOX JTS • JtSSUP, MARYIANO » 7 M

AGENCY RECORDS INVENTORY

H*. 3_ Of i

1. DEPARTMENT/AGENCY

'WfMt
1 DIVISION 1 UNIT

Qf&L^mvS
DEFINITION . Record! Serin • A |i*»p ef (tilted rectrdt ••imtlly Mad and aeed •• • unit for tehreaca M W I I I M fetewlea and dHHiHon •uraoiea.

4. RECORO SERIES TITLE

t Ul

I . EARLIEST YEAR I UTETEtt YEAJL

I. RECORD SERIES DESCRIPTION (Briefly d n a t w 0 » Irpet of Womilion'documcni^onTii found in Iht S«rie* Include tnt purpoie or hjndion of the S«rin)

9 A -

a /
%

1. RECORD SERIES FORMATS)

o Lctttt Site o McioTrim

o Legal Sue o Compmet Tape

O Bound Book O Floppy Duk

o Autfohpe o Video Tape

O Olhet (SpeeJtr)

S. RECORD SERIES SEQUENCE

O Alprwbdicri

o Numeidl

O Chionologicsl

o Geographical _ ^

^ W h e r (SptoTy).
/

S. VOLUME

A.

j C F i e Or»wn{j)
D Cheiolrim Red (>)
O Compolef Tape (J)
O Olher (Speerfy)

NumtKf

10. ANNUAL ACCUMULATION
fit Oltwc (S)

Uiactim Reel (i)

O Computer Ttpe(j)

a Oihef (Specify) _

* :

A
Numbet

11. r i lE ISUSED

o Daihr O Weekly ^M onth ly

1 1 FILE BECOMES INACTIVE AfTEJU-

/ Numbt*
O Month(t) O Ye»r(i)

11. CURRENT LOCATIONS) (Bldg. Floor. Room) 14. IS RECORD SERIES OUPUCATEO ELSEWHEREt (U »•* apady agency or office)

O Yes U^jis/l^lsfrVsT^ D ^

If. ACCESS RESTRICTIONS (II yes. <*• kw(f) I r«guUion(t)

O Y« /fjJ? CUOi^i^ O No

11. AUDIT REQUIREMENTS

^ N o n e a State O Fadtnl o rndcptndenl

17. IS AN INDEX SYSTEM USED? (II ye». a>pU<n bnefly and
dncrt ie any hardware/software)

Aft

I I . RECOMMENDED RETENTION

o Y«_ /f^No
i^//^O#"

11. NAME AND TITLE OF FREMRER

7rTh KrOAti
M. TEHI. TELEPHONE NUMBER ^

7/6 U7-^i
t\. DATE

IPb/Jrif
CS J50-* (firm«l W)


